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MEMORANDUM FOR: Director of Training 


SUBJECT : Clerical Recruitment Standards 


1. At the briefing by the Chief Intelligence School on 16 Jamuary 1964, 

a bax chart wae presented showing that only 26 per cent of the clerical employees 

wocessed during Fiscal Year 1963 wase able to qualify in typing and only 16 per 
cont ta Msithand a4 ta dust of crn an duty. I believe it was also reported 
that we use the same clerical teats as are uged by the Civil Service Comzaission 
which led to the conclusion that perhaps our clerical recruitment stendaris 
ehould be examined to determine whether or not they might be toc low. Based 
upon the information reported, the Office of Persoanel was asked to exanjine 
our standards of clerical proficiency with a view toward raising them rather 
substentially in our future clerical recruitment. 


2. As @ matter of your general interest, the Office of Personnel reports 
that at the end of October 1963, steps were taken to raise the standards for 
clericals entering the Agency gad that che typing aad shorthand tests given are 

more demanding than those used by the Civil Service Commission. 
Our typing teat ie tea minutes, theire only five. Our error/net word scale is 
tougher, We will not accept school certificetion--the Commigcion does. 
Similarly, the shorthand requirement is raore rigorous. 


3. kt is additionally interesting that all people whe enter on duty through 
the pool are tested for typing regardless of whether or not they have applied 
for typing positions, including couriers, key-punch operators, machine operators, 
and individuals who have applied for clerical positions which require no typing. 
Of those who applied for typing positions, 630 wers tested and £70 (74.6 per cent) 
qualified. While all of these did not pass the tast when it was first given on the 
Tuesday afternoon of the firat week on duty, it has been the observation that many 
de net succeed because of the presaures anid strains of adjustment many of them 
are undergoing their first time away from home and in their firet job. A similar 
situation exists with regard to the shorthand where all people who claim @ny 
exposure ace tasted whether they are applying for stenographic positions or not. 
Among those who applied for stenograptic jobs, 333 were tested and 91.9 per 
cemt qualified in typing and 70.9 per ceat qualified in shorthan’. Among-those 
whe claimed exposure, 151 of the typiet epplicente were tested in shorthand and 
74.8 per cant failed. 
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4. The figures reported by the Office of Personnel are computed from a 
diferent statistical base and, therefove, do not correlate exactly with those 
reported in the 16 January briefing, but it would appear frorn this analysis that 
the new clerical recrultment staniards sdopted toward the end of last October 
are producing an acceptable level of EOD competence, and we do not really 
have any particular need te revise them upward any further at this time. 


3 Be t tO the 
Deputy Director for Seoport 
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MEMORANDUM FOR: Deputy Director for Support 
SUBJECT : Clerical Recruitment Standards 


REFERENCE : Memo fr A-DD/S to D/Pers, dtd 21 Jan 64, same subject 


1. This memorandum is for your information. 


2. At the end of October 1963, we took steps to raise the standards for 
clericals entering the Agency, and to re-emphasize the typing and shorthand 
standards which we apply. Attached (Tab A) is a copy of a memorandum sent to the 
Chief, Personnel Recruitment Division, by Chief, Personnel Operations Division, on 
this subject. Paragraph 6 of our weekly report of current interest items, dated - 
18 October 1963, is also extracted and attached (Tab B). ‘These higher standards 
have been in effect since. The typing and shorthand tests and standards are more 
demanding than those of the Civil Service Commission. Our typing test is ten 
minutes, their's only five. Our error/net word scale is tougher. We will not 
accept school certification--the Commission does. Similarly, the shorthand require- 
ment is more rigorous. (See memorandum by an applicant regarding Civil Service 
tests--Tab C). Tab D describes the intellectual (SET test) standards we apply. 


3. The information on our experience in FY 1963 which you note in your 
memorandum has been distorted, certainly unintentionally and probably unconsciously. 
The facts are as follows: 


a.» All who EOD in the Pool are tested for typing, including those 
"straight™ clerks who claim no typing. In FY 1963 this included 290 courie#s, 
key punch operators, machine operators, etc., who had not applied for typing 


positions. 238 (82.1%) failed. 


b. Of those who applied for typing positions, 630 were tested and 
470 (74.6%) qualified. Admittedly, these 470 did not all pass on the first — 
test which is given on Tuesday afternoon of the first week on duty. 
[ee ay observed over her several years in CAB that the strains 
Or adjustment (often to the first job and the first time away from home) are 
very great for these youngsters and is, in fact, surprised at the number who 
do pass the first time. 


ec. Further, in accord with the OTR policy of testing all who claim 
exposure though they may not be asking employment as such, 151 of the typist 
applicants were tested in shorthand. 74.8% failed. 


d. On the other hand, of those who applied for stenographic jobs, 333 _ 
were tested and 91.9% qualified in typing and 70.9% in shorthand. 


e. Also obscured in the earlier report was the fact that most of the 
non-typing clerks we hire are men, for courier and similar jobs; and we depend 
on those female typist applicants who fail to qualify as typists to fill the 
requirement for female clerks. 
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SUBJECT: Clerical Recruitment Standards 


h, We believe that the Training people should take satisfaction in the 
great number of applicants who, with a very few days of training help (and 
adjustment to their environment), are able to qualify. According to our totals, 
which differ by 30 from those of OTR, 1253 were tested in typing and 828 qualifiers 
488 were tested in shorthand of whom 276 qualified. In reciting these figures 
we must, at the risk of arguing the obvious, point out that had we accepted school. 
certifications or applied lower standards and tested only those who claimed profi- 
ciency, we would have had a lower rate of failure to qualify at EOD. We would alo 
have had less-skilled typists and stenographers being assigned to the using offices. 
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Attachments: A/S 
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31 October 1963 


MEMORANDUM FOR: Chief, Personnel Recruitment Division 


SUBJECT : Clerical Recruitment Standards--Fall 1963 


This will confirm our discussions in the afternoon meetings of 
the D/Pers regarding the raising of standards for clerical recruit- 
ing. I believe your recruiters should be instructed essentially as 
follows: . 


1. Budgetary and ceiling limitations require that we 
raise our sights on all clerical recruiting. We are experi- 
encing increasing difficulty in assigning marginal people and 
can no longer afford to bring them into the Pool with the hope 
that jobs can be found for them. To assist you in screening 
for better quality, we have raised the SET scores to these new 
minimums: GS-03, Total 80, V 22, N 20; GS-04, Total 94, 
V 25. N 20, CA 30; GS-05, Total 100, V 25, N 25, CA 30. 
You should attempt, to the limits possible, to make equivalent 
adjustments in the standards for the State Employment Service 
Tests. We recognize that this is not always possible as we 
sometimes do not get the numerical results but only adjectival 
groupings. Do what you can, however. As for typing and short- 
hand standards, we are enclosing, in case you don't have it, 
the scale for typing. Shorthand, we remind you, is three 
minutes verbatim dictation at the rate of eighty words a minute 
which must be transcribed in twenty minutes with not more 
than five errors. You must insist with all of your sources 
that we cannot accept lower standards. We hope that this docs 
not mean entire loss of some sources but rather that they are 
able to see the light and raise their own levels. We can no 
longer place typists who do not pass our standards. A college 
graduate who does not pass the test, we cannot place as a 
professional as has sometimes been done in the past. The 
offices are full of this kind. If a man or woman is truly pro- 
fessional, do not recruit him aa a clerk. 
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SUBJECT: Clerical Recruitment Standards--Fall 1963 


2. The money for operating the Pool is limited 
more than it has ever been before. We cannot afford to 
carry for long periods of time the poor quality clerks 


until we can find some office upon whom they can be forced. 


The offices now approaching saturation are accepting only 
the top quality clerical. We think it not unreasonable to 
suggest that in the long run, the Agency might well find it 
possible to do with fewer clerks if we concentrated more 
on quality. The Chief, Personnel Operations Division, has 
instructed the Chief, Clerical Assignment Branch, to be 
tougher in screening applicant files and to cancel those 
marginal cases already in process. We are all going to 
have to judge our performance on the quality of the input, 
not merely quantity. 


Chief, Personnel Operations Division 
Attachment: A/S 


Distribution: 
Orig. & 1 - Addressee 


1 - C/CAB 
1 ~- Exec. Asst. to D/Pers 
1 - C/POD/OP 


OP/POD/__ mkv (30 Oct. 63) 
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MAXIMUM MAXIMUM 
ERRORS ERRORS 
GROSS WORDS PERMITTED NET WORDS |GROSS WORDS PERMITTED NET WORDS 


40 0 40 58 10 438 
4] i 40 39 11 48 
42 2 40 60 12 48 
43 3 40 61 12 49 
44 4 40 62 13 49 
45 5 40 63 14 49 
46 6 40 64 14 50: 
47 4. 65 15 50 
48 7 4] 66 15 51 
49 7 42 67 16 5] 
50 7 43 63 16 52 
51 3 43 69 16 53 
52 9 43 70 16 54 
53 9 44 71 17 54. 
54 9 45 72 18 54: 
55 10 45 73 18 55 
56 10 46 74 19 55 
57 10 47 75 19 56 
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Extract from weekly report of Current Interest Items dated 18 October 1963 


6. Higher Standards for Clerical Recruitment 


Some reduction of clerical recruitment requirements as a result of current 
ceiling limitations and a reluctance on the part of’ operating offices to accept 
clerical appointees with relatively low skills has prompted a review of our 
screening standards. As a result, the "cutting scores" on the SET tests (verbal, 
numerical, and clerical skills) have been reised to screen out low-scoring appli- 
cants. In addition, clerical recruiters will inform the schools at which they 
recruit that typing and shorthand skills will be tested and scored by the Agency's 
rules (which differ slightly from general practice) and explain these rules to , 
them. 


(Ordinarily typing speed is the net score after subtracting errors made from 
gross words typed during a ten-minute test. The Agency uses a graduated scale of 
errors in relation tc words typed which places a higher premium on accuracy. In 
shorthand testing, many organizations now use a "completion" type of test in which 
the candidate fills in words omitted in a printed transcript of the text dictated. 
The aa system requires the candidate to transcribe the entire text from her. 
notes. 


We believe that these steps will select candidates of higher general ability 


and will reduce the number of cases in which an appointee faila to qualify in 
shorthand or typing at EOD and mist be reassigned. 
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CIVIL SERVICE Tost 


On 3 November 1954 1 was recuested to take tne Civil Service 


wcaminesion to ccuparce it with our Agency exmminsatvion. The results are 


is FOlLows: 


Tne Civil services Ipping --st Wes ayorckine.tery the same e. ours; 

but, dn oy couwsation, the shorviznd did mot ccrsare. JI had «ic yerrs 
’ ’ 

of sheschana 4 Was up to 100 Wepeme wOsn Lt vox the CLA test, put I 


felt I was wicser mor. rocssure in cotiparison to tne Civil Service Test. 


ier mayorduy tac Uv. , a8 if noticed, who toc our exen just came 

us of higa SCLOoL au wire mot used to being arcs ia viginen 
isn Jone elses so ee Edsanig “lean to trenseribe lon; lette 
wasil the lucsies part or wy sccora year of shorthand. Also, our fees 
was mot dictu..4 in phrases such as: "as soon ag possible“, "I have 
mos been able", ctc. “ney were aictated in such a way thas each word 
rad to be woive.. out sepirately instead of in the brie? rorm waich 
gives the suscect more spced. 


The Civil Cervice Shorviand Test was cictatzu for three ninutes 
.¢ 80 Wepm., Luc the sizilioivy ends there. Insvead of transcribing 
whe whole Lester, the suicgcet tronceribss only part of the letter. | 
Yae rese or the ictter Cictateu was written out with -lanks scattered 
tarouge vce ite The subject rad to fill in the nicsin. word or vords 
in the Slcontis gas: her shorshand neoves, then lccxing at a list of 
words wita 2, 53°C; or D writtcn beside them, i? one of these words 
wos the cae thas went in the blang, thea eg subjcct put the corres- 
ponding Lewuer (1, 2 © or D) in the bicnk. If the word to go in 
the blow: Gia now o.year in the word list, then the subject woulca put 
De Arter aL. what was completed, the swoject trausterred all the 
Levvers weoiuul. tn the olemxs on a stanicrad answer sheet. Thiriy 
“tive minuces sre glvcuw to answur, and fifteen ainutves were given eT 
VeunsTe@s tle uweers to the answer sheet. 


I rouna tne Civil Service Sk-rthand Test much easier than the 
ZA test, and i think ir we could give one similar to theirs, more 
girls wouic pass. 


[| 
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Civii Service Exam 
(Sample similar to Test) 
Cacose “E" df word is not listed Proucserict 
eT 
Ruane A in many employment is 
tery 3 Be 2 
wae wate Five ae 
Assigument a, “not a fero) » Since tue 
= : ocean eas Saas! Cee 
wood ~~ 3 Mp 5 ~ 
Tnsv.uace 5) 
pow areromne of BO Poras : or 


_ 200 for :eople in 
a2 iS a! ee ; 
or UYOUDE « 


LUC. Lue 
(Test is divided into peragrarhs) 


35 winutes allowed for this 


in wou mpeileaast starr emplovne..s is 
nov a satiuractory citernative to nilivcay 
assigmeacs since Une nature of the Ac_xncy's 
orjauization arforcs little or no opportunity 
for retation for .xcple in some of these ([vouzs. 


(s Shervnand Notes ) 
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ADMINISTRATIVE --INTERNAL USE ONLY 


Intellectual 


a. No test required for: 
Graduates of a four year college 
Graduates of a two year junior college 
Completion of sophomore year in a four year college 


Graduation from a two year secretarial school (at least 
18 months instruction) 


(School transcript in lieu of SET test) 


b. SET Test administered by the recruiter. 


SET Test Minimums 


GS-04 


22 (14) 25 (14, 16 for Steno) 25 (17) 


20 (17) 20 (17) 25 (25) 


27 (23) 30 (23) 30 (27) 


80 (65) 94 (84) 100 


*NOTE: The figures in parentheses are those used prior to 
1 November 1963. 


The total scores are used when either the numerical or clerical 
aptitude test (N or CA) falla below the minimum cut-off scores. No 


score lower than the cut-off for V will be acceptable even if total 
exceeds minimum. 
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21 JAN 1964: 


MEMORANDUM FOR: Dbrector ef Personnel 


SUBJECT : Clerical Recruitment Stancerds 


1, TI understand that during Fiscal Vaar 1963 caly 26% of all our clerical 
recruits were able to qualify in typing at the time they entered on duty, ac 
only 16% were able to qualify in shurthand, I also understand that we use the 
sani test battery as is used by the Civil bervice Commission, This rather 
shocking performance by our pew clerizal employees makes me wonder whether 
our recruiiment standards may not be too Jow. 


2. The preaent aituation where our clerical recruirment requiremen:s 
have been significantly reduced may be the opportune time to examine criti- 
cally our standards of clerical proficieacy with a view toward raising then 
rather substantially. 


3. Ef we are going to change our statdaris we should be ix 4 position to 
spply them well before clearance processing begins on any of the Jue greluates 
whom we may plan to employ. I would, therefore, like to hear from you on 
this by 7 February 1964. 


SHED B. Patas Lyd 


for Support 


SA-DD/S:RHW:kkb (17 Jan 64) 
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